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Kasaram

Kasaram.149856@2freemail.com 
 
   Career Objective
    Seeking a position to utilize my skills and abilities to become a successful professional in the field of IT   

    and to work in an innovative and competitive world.

Educational Qualifications
·  Bsc.Com from GSR Degree College, Nirmal, Adilabad District, affiliated to kakatiya University during the year 2014-17

·  Intermediate from Sri Adarsha Junior College, Nirmal, Adilabad District during the year 2009-11

·  Computer Science And Engineering from Satya Sai Voc Junior College, Nirmal, Adilabad District during the year 2012-14

·  S.S.C from ZP High School, Vengwapet, Adilabad District, during the year 2009

·  Data Entry Operator & DTP Certified From Satya Institute, Nimal  From AN ISO 9001:2008 Certified 

·  Post Graduate Diploma in Computer Application Certified From Satya Institute, Nimal From AN ISO 9001:2008 Certified

·  Tally ERP9  Certified From GCS Institute of Computer Technologies Hyderabad From AN ISO 9001:2008 Certified  
Work Experience 

· Worked as a Data Entry Operator & Accountant in Satya Group of institutions during the year Aug - 2012 to June - 2017.

Job Description 
· High school diploma

· formal computer training an advantage

· proficient in relevant computer applications such as MS Office

· accurate keyboard skills and proven ability to enter data at the required speed

· knowledge of correct spelling, grammar and punctuation

· knowledge of clerical and administrative procedures
· prepare, compile and sort documents for data entry

· check source documents for accuracy

· verify data and correct data where necessary

· obtain further information for incomplete documents
Technical Exposures 
· Operating System
    
 :   Windows, MS-DOS, Linux, Windows Server 2007.

· Web Technologies   
     
 :   HTML.

· Database

    
 :   Ms-Access.

· Documentations Tools      
 :   Microsoft Office, Microsoft Office Outlook 

· Accounting Packages
    
 :   Tally 9.0 ERP.
· DTP Work


 :   Photoshop,Pagemaker,Coraldraw & Anuscript 
Personal Skills
· Positive attitude, willingness to learn and Enthusiastic in team work.
· Good grasping and learning skills.
· Good Analytical and Reasoning skills.
Declaration
   I hereby solemnly affirm that all the details provided above are true to the best of my knowledge and    belief. I shall carry myself in a manner that lends dignity to the organization and worthy enough of the person.
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